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How to Create a Pivot
Step 1: Open areport in which you want to do a pivot. In thisexampleitisaDTRDD.

Step 2

“% BrioQuery - 34dtrdd[1].bgy

REFORT: DTRDD
REPORT RUN DATE

2. <Click> on Insert and then New Pivot.

Step 3:

“% BrioQuery - 3ddtrdd[1].hay
)

<Click> hereto view
or hide the Outliner

- E Results [Query]
~ [ Beqgin Budgst Fy
- Fund

[ Division

[ Organization

[ Reparting Org 1

[ Reparting Drg 2
[ Program
H Boc
[ Document Number
- E Vendor Code
- E Reference Info
- H Gl decount
- Userld
[ Financial Amaurt

The Outliner for the Pivot
Section.

ers Drag columns here to create side iabels Top Labels: Drag columns here to create top fabels
Facfs Drag columns heve to create facts ::=:.=
b

3. Make sure the Outliner is visible on the bottom of the Pivot Section. If it isnot visible, <Click>
on the Outliner button located in the upper right hand corner next to the Sort button.

~ [ Undelivered Orders
- [ Expended Items
- Fiscal Year

- Fiscal Month

- secount Type
- [ Wendor Name
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Step 4:

% BrioQuery - 34dtrdd[1].bgy == x]

@ File Edit “iew Inset Format Pivot Tools  Windows  Helg
J d Fl et =
=0 = R TR ] ol A e e e P E R ol

Sections x

| j using |5um jl%”ﬁl

Sort IBegin Budget Fy j by ILabEI

=l=1x]

e — [ \ [ \ [

B ] 2 23 25 26 ]
H

Ohligations |Obligations |Ohligations [Obligations |Ohligations
2001 -180.4
2002 -1,000 =27 -4,375 -5248 -80.11
2003 5.27 2,470 6.29

Handles move labelsto top or
side of the report.

= Catalog of items

- B Document Number
- B Wendor Code

B Reference Info
H Gl Account
E Userld

Side Labels

Top Labels

- E Financial Amaunt

- E Undelivered Orders
- [ Expended ltems
- Fiscal Year

[ Fiscal Manth

- Account Type

- [ Wendor Name

L Top Labels: Major BOC

. Facts: Obligations

Side Labels. Begin Budgel Fy

B RUNDATE

3 5vSTEM

kI Hligations
- [ Major BOC

Facts

| |36 rows used

]

guuuu'it

4. To populate your pivot with information drag information from the Catalog to the Side L abels,
Top Labelsor Facts. Side and top labels are referred to as dimensions and have handles that can
be pivoted to the top or side of the report. A pivot report is summarized at the dimension levels.
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Step 5:

% BrioQuery - 34dtrdd[1].byy =[2]x]

@Eile Edcit iew Inzert Format Pivot Tools Window Help

[ ards e o]

[EERE

oDeEair (mlm-=T 0o [P | §] 00 0O

=l=ixl

J Sort I\f'endur Mame j by ILabEI j using I Sum jl %l ‘ﬁl
[ f I I I I I
B 2001 2002 2003
i Undelivered [Expended lte|Undelivered |Expended el Undelivered |Expended g
| |2002 FEW NATL TRNG PROGRAM |25 -1,450.00 1,450
| [BANK OF AMERICA 26 0.00 B59.89 0.0o 6.29
| |FEDERAL EXPRESS CORP 22 0.00 527
| |SRADUATE SCHOOL USDA 25 -249.00 249
| |REIT MANAGEMENT RESEARCH |25 0.00 -190.4
| |STANDARD VENDORS 21 0.00 -1,080
22 0.00 -27
23 -4,375.00 1}
] 0.00 -524
L 26 0.00 -4l
IUSDA GRADUATE SCHOOL NCTC |25 267000

- Gl Account
~E User1d
E Financial Amount
E Undelivered Orders
- E Expended Items
- Fiscal Year
- Fiscal Manth
- &ccount Type
- E Vendor Mame
- 0 RUNDATE
- 5YSTEM
- [ Dbligations
3 Major BOC
E Transaction Code
[ Report Mame
- H Closed Period Ind Ll

N

This shows we spent $2,570 in BFY
2003 for the USDA Graduate school
in Major BOC 25.

Vendor Name
and Maior BOC

- H Open Closad

- & Current Manth

-l Manth Name

- Calendar Year

- Documert Date [+

ide Labels: Yendor Mame + Major BOC

= Top Labels: Begin Budget Fy

Facts: Undelivered Oiders + Expended [tems

[

| [Sorting Complete [Ex11

guuuu'ﬁi

5. By adding vendor namesto the Side Labels and Major BOC, you can see how much was spent
by vendor for each Major BOC for each BFY
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Step 6:

4 BrioQuery - 34dtrdd[1].bqy _[=Fx]
@ File Edit Yiew Insert Format Pivot Tools liindow Help = Iﬂlll
D8R (@m0l = | PR <[ & |@\
| [ova iRl oo 2 ul=s==2 2 &
Sort Qutliner 4SS
Sort IBegin Budget Fy j by ILabeI j uzing ISum jl%”ﬁl
[ [ [ [ I I I I \ I
2001 2002
25 21 22 |22 3
Undelivered |Expended lte|Undelivered |Expended lte)Undelivered [Expended | wered |Expended Ite|Und
2002 FEW MATL TRNG PROGRAM -1p451
BANK OF AMERICA
FEDERAL EXPRESS CORFP.
GRADUATE SCHOOL USDA 24!
| |REIT MANAGEMENT RESEARCH 1] -180.4
STANDARD YEMDORS 0.00 -1,080 0.o00 -27| -4,375.00 a 1
ST GRALUATE SCHOUE
<Click> on the J
[ EIResuts (uery) handle and drag it up There are two handles on the right,
- Begin Budget Fy towards the upper onefor BEY and the other for
- Fund i : .
H Divicion riaht hand corner major BOC. <Click> and drag the
~[E Organization second tab (Major BOC) down to
j:g Rieporting Org 1 the bottom |eft corner of the
Reporting Org 2 )
- Program screen and drop it.
-~ Boe
[ Document Mumber
- Vendor Code
- Reference Irfo =
- Gl Account | L'_‘
g U.SEI Ic! Sige Labels: Vendor Mame 1= Top Labers: Begin Budget Fy + Major BOC =l
-l Financial Amount B
[ Undelivered Orders - = =
- Expended ltems Facts: Undelivered Orders + Expended ltems
[ Fizeal Year = I I
| |Sarting Complete [1847 [

6. Using the handles on the bottom and sides of the pivot, you can quickly and easily change the
format of the report. Sometimes the report is easier to read and sometimes (like the above) it is not
helpful. You can use the handles to change (see above) information locations in the pivot or you
can drag and drop them from the Outliner. Side labels can be moved into Top Labelsand vicea
versa. Remember only numbers you can add should be in the Facts area of the outliner.
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2001

REIT MANAGEMENT RES

2002 FEW NATL TRMG Pl

BAMNK OF AMERICA

GRADUATE SCHOOL US

STAMDARD YEMDORS

Undelivered [Expended lte|lUndelivered |Expended lte)lUndelivered |Expended fe|lndelivered |Expended lte)Undelivered |Expended It
21 0.00 -1,080
22 0.00 -27
23 -4,375.00 0
25 0.0o -190.4 | -1,450.00 1,450 -249.00 249 0.00 el

"'Eﬂesults [Buerny]
- Begin Budget Fy
- Fund

- Diivigian

- Drganization
[ Reporting Org 1
- Reparting Org 2
- Program

-~ Boe

[ Document Mumb
- Vendor Code
- Reference Irfo
- Gl Account

= User Id

- Financial Amount

-~ Expended ltermns
[ Fizeal Year

0.00

-740

Sige Labels: Major BOC

7. Now the pivot shows you by each BFY what was paid to each vendor by Major BOC. The
pivot in Step 5 seems the most useful. Each pivot will be different depending on the information

you need to pull in and the question you are trying to answer. Pivots are fast and easy so try adding

information and seeing what happens to your Pivot.
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